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||Agency Department of Health and Mental Hygiene Division/Unit
Medical Care Finance and Compliance Administration

Description

Division of Medical
Assistance Recoveries

i Section,

Retention

2.

Files of former employees of the Medical Assistance
Recoveries Unit

Files include work history for the duration of employ-
ment within the Medical Assistance Recoveries Unit.
Contents would include effective starting date, annual
evaluations, disciplinary actions, reclassifications,
sick leave documentation, and any other miscellaneous
filing.

Timesheets

Folders include copies of bi-weekly timesheets.

Chronological files of the activities of the
Division of Medical Assistance Recoveries

Files include documentation of the work performed in
the case areas of the three sections comprising DMAR.

Health Management Systems Contract

Files include activities of the TPL Contractor,
Health Management Systems, Inc.

Miscellaneous

Consists of anything not mentioned or described in
items one through four above.

Retain in office for
two (2) years, then
transfer to the State
Records Center for
four (4) years and
destroy.

same as above.

Retain in office for
five (5) years, then
transfer to the State
Records Center for
four (4) years and
destroy.

Retain in office for
six (6) months after
contract terminates,
then transfer to State
Records Center for 5
years and destroy.

Retain in office for
five (5) years, then
transfer to the State
Records Center for
four (4) years and
destroy.
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- ™ p E OR PRINT A SEPARATE FORM FOR EACt-1 NEW
J S SERIES, FORWARD WITH RECOROS RETENTION

SCHEDULE (OGS 550-1)

nPPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT 0.VIS.0N

7275 WATERLOO ROA0__ _ _ ^

HVIPARTMENTIAGENCY
Dept. of Health and Mental

ene

DEFINITION • Rtcordt Strttt • A group or rd iUd

4. RECORD SERIES TITLE

Files of former employees of the Medical

Recoveries Unit

AGENCY RECORDS INVENTORY

^vision of Medical
Recoveries

5. EARLIEST YEAR / LATETEST YEAR

TO

(. MSc«™», B«,«— «

miscellaneous filing.

ries induce me purpose or funCon <* the Senes)

within the Medical Assistance

7. RECORD SERIES FORMAT(S)

S Letter See a Microfilm

a Legal See Q Computer Tape

D Bound Book a Floppy Disk

a Audio Tape o Vioeo Taoe

c Other (Specify)

11. FILE IS USED

o Oaiiy D Weekly Monthly

13. CURRENT LOCATIONS) (Bldg.. Floor. Room)
201 W. Preston S t .
Second Floor, Room 203

15. ACCESS RESTRICTIONS (If yes. cite law(s) & reguiation(s)

D Yes % No

17. IS AN INDEX SYSTEM USED? (If yes. explain Dnefly ana
describe any hardware/software)

o Yes.
& No

18. NAME AND TITLE OF PREPARER

Greta.E.' Rolland, Chief

RECORD SERIES SEQUENCE

£ Alphabetical

o Numerical

o Chronological .

D Geographical

c Other (Specify).

12. FILE BECOMES INACTIVE AFTER

Number

9. VOLUME
£ File Drawer(s)

o Microfilm Reel (s)

a Computer Taoe (s)

a Other (Specrfy).

10. ANNUAL ACCUMULATION
» File Drawer (s)
• Microfilm Res! (s)

)D Computer

D Other (Spec-fy)

Number

Month(s) 36 Year(s)

Yes

HHMH Personnel N o

16. AUDIT REQUIREMENTS

None S t a t e

18. RECOMMENDED RETENTION

Retain in office for two (2)Jefs^e^
n
and"destroy.

State Records Center for four ̂ ^ y ^ ^

20. TELEPHONE NUMBER

410-225-1760

21. DATE
May 4 , 1994

OGS 55<W (Rwsed 1/93)



- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
TORIES. FORWARD WITH RECORDS RETENTiON

SCHEDULE (OGS 550-1)

1. DEPARTMENT/AGENCY1 DEPARTMENT/AGENCY

pept. of Health and Mental

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

Div^ion of Medical
S i t e Recoveries

^

4. RECORD SERIES TITLE

Folders include copies
of bi-weekly ti^esheets

Page

3. UNIT

AGENCY RECORDS INVENTORY

01

J O .

or function of the Senes)

7. RECORD SERIES FORMAT(S)

5^Letter See a Microfilm

D Legal See Q Computer Ta&e

D Bound Book 0 Floppy Disk

D Audio Tape o Video Tace

D Other '(Specify)

11. FILE IS USED

a Daily * Weekly Q Monthly

13. CURRENT LOCATION^) (Bldg. Floor. Room)

| 201 VJ. Preston St.
Second Floor, Room 203

15. ACCESS RESTRICTIONS (If yes. cite law(s) S reswatien(s)

a Yes 35 Nc

17. IS AN INDEX SYSTEM USED7 (If yes. explain Dnefly and

descrfce any hartf#are/sofrware)

c Yes. No

19. NAME AND TITLE OF PREPARER

Greta E. Rolland

RECORD SERIES SEQUENCE

Q Alphabetical

K Numerical

a Chronological

a Geographical

D Other (Specify).

12. FILE BECOMES INACTIVE AFTER

4

9. VOLUME
35 File Orawer(s)
c Microfilm Reel(s)
C Computer Tape (s)
c Other (Specify) —

Number

10. ANNUAL ACCUMULATION
5£ File Drawer [%)
c Microfilm Reel (s)
C Computer Taee(s)
C Other (Speeriy).

Number

Month(s) Xl Year(s)

DHMH Personnel n No

16. AUDIT REQUIREMENTS

a None * sta(e

18. RECOMMENDED RETENTION

Retain in office for two (2) years, then transfer to the'.
State Records Center for four (4) years and destroy. J

20. TELEPHONE NUMBER

410-225-1760

21. DATE
May 4, 1994

OGS 5S0J (Reviled 1/93)



AGENC1 RECORDS INVENTORY

01

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
.0. BOX 275 - JESSUP. MARYLAND 20794

SCHEDULE (OGS 550-1)

ical

'fUes of «. . ict ivi t i* of « -
Recovers

'

sections comprising EMAR.

7. RECORD SERIES FORMAT(S)

a

c

Q

0

Letter Srze

Legal Size

Bound Bock

Audio Tace

i Other (Specify)

O

•'

D

O

Microfum

Computer T;

Floppy OIS'K

Video Tace

9. VOLUME
•e File Orawe'(s)
0 Microfilm Reel (s)
C Compute! Taoe (s)
C Other (Soec^

11. FILE IS USED

C Daily o Weekly

13. CURRENT LOCATIONS) (Bldq., Floor. Room)

201 West Preston Street
Second Floor, Room 203

15. ACCESS RESTRICTIONS (If yes. cite law(s) i r9S>-iat!en(s)

D Yes I £ N;

17. IS AN INDEX SYSTEM USED? (If yes. exclain Briefly a.-.s
describe any hars*are/sofr«are)

p Yes X Ns

19. NAME ANO TITLE OF PREPARER

iGreta E. Rolland, Chief

RECORD SERIES SEQUENCE

X! Alphabetical

a Numerical

C Chronological

0 Geographical

c Other (Specify).

12. FILE BECOMES INACTIVE AFTER

4
Number

K IS RECORD SERIES DUPUCATED ELSEWHERE? (If Yes. specif agency of office)

DHMH Personnel c

Number

C Microfilm Reei (s)
c Compute: tasevs)

C Other (Scec*f

Number

No

16. AUDIT REQUIREMENTS

None
a State

Federal

18. RECOMMENDED RETENTION

Retain in office for five years, then transfer to the
State Records Center for four years and destroy.

20. TELEPHONE NUMBER

410-225-1760

21. DATE

May 41_1994_

OGS S5O-* (Revised 1/93)



(OGS

Tiff OR PRINT A SEPARATE FORM FOR EACH NEW
SER.ES FORWARD « T H RECOROS RETENTiON

550-1)

ar^ Mental

4 . RECORD SERIES TITLE

Files include activities of the

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION

7775 WATERLOO ROAD
P.O. BOX 775 - JESSUP. HARYIANO 20794

DIVISION

Page.

3. UNIT

7^^u^ E S T Y E A R

7. RECORD SERIES FORMAT(S)

56 Letter See Q Microfilm

a Legal See • Computer Tat*

Q Bound Bock • Floppy Disk

o Audio Tace D Video "ace

a Other (Specfy)

11. FILE IS USED

C Daily C Weekly

13. CURRENT LOCATION^) (Bldq.. Floor. Room)

,201 West Preston Street
I Second Floor, Room 203

15. ACCESS RESTRICTIONS (If yes. cite law(s) & resuiation(s)

D Yes & Hz

17. IS AN INDEX SYSTEM USED? (If yes. exclain arsefty a.-.:

describe any *—•^-"•'«n(twarB^

8. RECORO SERIES SEQUEHCE

¥ Alphabetical

G Numerical

c Geograchcal

C Other

12. FILE BECOMES INACTIVE AFTER

C Microfilm Reel (s)

_ Computer Taoe (s)

C Other (So

c Microfilm R e e i l s 1

r- computer Tase<s)

c Other (Spec-!y)

Number

C Mor.th(s)

Numoer

14. IS RECORD SERIES DUPUCATED ELSEWHERE? (If yes.

Yes DHMH Personnel

16. AUDIT REQUIREMENTS

X X None • Slate

18. RECOMMENDED RETENTION

office

agency or office)

C No

Federal

D Yes.
X N :

19. HAME AND TITLE OF PREPARER

M TELEPHONE NUMBER

410-225-1760
4, 1994

OGS



(OGS 560-1)

«. RECORD SERIES TITLE

Miscellaneous

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION

7175 WATERLOO ROAD
P.O. BOX 275 -'JESSUP. MARYLAND M794

2. DIVISION _ „ , . ' .
Division of Medical

• . „ Recover is

3. UNIT

and Mental l2SS^Jf52S^

oMhe

7. RECORD SERIES FORMAT (S)

X Letter S e e c Microfiim

o Legal S e e o Computer \a.t

a Bound o o * Q Flcppy Dsli

a Audio Taoe a Vioeo Tac«

C Crther (Specify)

8. RECORD SERIES SEQUENCE

a Numerical

o Chronological

D Geogtaohica1

o Other (Specify).

9. VOLUME
j j file Drawer^)
D Microfilm Reel (s)
• Computer Taoe (s)
c Other (Specify).

10. ANNUAL ACCUMULATION
» File Drawer (s)
G Microfilm Reel (s)
C Computer Taae(s)
C Other (Specify),

11. FILE IS USED

D Daily 35 Weekly

13. CURRENT LOCATION^) (Bldg.. Floor. Room)

201 VJ. Preston Street
Second Floor, Room 203

12. FILE BECOMES INACTIVE AFTER

4

15. ACCESS

D Yes

RESTRICTIONS (If yes. ate law(s) & res«*K*<S)

% N:

1 7 ,s AN INDEX SYSTEM USED1 (If yes. explair. m i l y ar.S

bescrse any hardware/software)

c Yes.
Nc

11. NAME AND TITLE OF PREPARER

Chief

O Yes

16. AUDIT REQUIREMENTS

None
a State

• Mor,th(s) >§ Year(s)

flsncy or ofTice)

Federal

18. RECOMMENDED RETENTION

|Retain in office for two (2) years, then transfer to the
|State Records Center for four (4) years and destroy

M. TELEPHONE NUMBER

410_225-1760

21.
: 4 , 1994

OGS


